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AN INTRODUCTORY COURSE

Start organizing, analyzing,
and reporting data today.
No experience required.

Even those who've never opened an Excel spreadsheet before can enter and analyze
data quickly and efficiently. In this 12-hour course you'll learn the basics of:

«  (reating and navigating spreadsheets

- Entering, moving, and copying data

«  Formatting texts and numbers

«  Getting started with formulas

«  Using data entry short cuts

«  (reating basic charts

+  Managing worksheet windows Cost is $50 per student

DEC11,12,13,14 | 9:00A-12:00P or CONTACT TO REGISTER
JAN 8,11, 16 & 18| 9:00A-12:00P Spencer.Roth@ictech.edu
2403 N. 41st Street East, Muskogee, OK 018-348-7945

Bld. C Computer Lab

ICTECH.EDU

Indian Capital Technology Center is an equal opportunity institution in accordance with civil rights legislation and does not discriminate on the basis of race, color, religion, national origin, sex/gender, age, disability, marital, or veteran status in its programs and activities.
This policy is followed in the operation of ICTC's full-time, short-term, and customized education programs and activities, recruitment, admissions, employment practices, and other educational services. Inquiries or concerns regarding this policy should be addressed to
District Compliance Officer Brent Ryan, brent.ryan@ictech.edu or 918-348-7915 or 1-800-375-8324; 2403 N. 41st Street East, Muskogee, OK 74403. Additionally each campus has a contact where complaints can be reported.



